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[ 2 June 1954

MEMORANDUM FORs Training Limison Officers
SUBJECTs Proposed Special Typewriting Gourse

1. A special typewriting training course is being designed for
case officers, intelligence officers, analysts, editors, and other
Agency professional personnel whose major responsibilities are non-

¢lerical.

2., It has been proposed that this course be conducted before
regular office hours. The course goal would be to enable the
individuals to develop a practical typewriting skill. Typists who
are self-taught would be assisted in improving their typewrditing
techniques; persons who are unable to typevirite would be given
basis training. The class would be held in Wing C, Second Floor,
Alcobtt Hall, from 0730 to 0815 daily for a minimum period of eight
weeks, Overtime pay for persons attending the course could not be
allowed, Fourteen persons could be accommodated in each class,
The course would be repeated on the basis of Office demand,

3. It is requested that this proposal be discussed at the next
meeting of the training officers of yowr Office, and that your
reaction to this suggestion, as well as an indication of the nunmber
of persons who would be interested in taking such training be sent
to the Chief, Clerical Training Branch, 2300 Alcott Hall, before
1 July 195k On the basis of your response, plans will be formulated
and the beginning date of the course will be selected,

i, No registrations for this class should be submitted until a
schedule has been announced.

MATTH=W BAIRD
Director of Training

CONFIDENTIAL
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8 June 1954

VEVORAIDTY FOR: Training Linieon Officors (for distriltution)

SUBJECT ¢ Propozed Spacial Typowriting Cuoures
1. & zpeelal typewelting covrae is bsing designed for cess

of tieare, intsllipence officore, snaiysie, editorz, and othor pris-
Panpionnl porsennsl vhoss major ssspongibilities are non=clericel,

2, , T hse been preposed that this sourazse be eonducted before
meguisr offies hours, Ths goal of the course would be %o enable ths
individusle %o develop & practicul Yyrevpiting okill, Those who are
solf-taught would bz aszistsd in Izmovoving thely typsuriting teshniques,
Pargong who are unablaz o Lypevrite would be given W2sic instwactien,
The ¢lage weuld ba cordueled deily in Wing G, Socond Floor, Alcott
Hell, fyom O73C 4o C815, for o miatmin period of eignt wosks, Omre
tive poy for porsone stlending ths coarss wonldld net b allowed,
Fourteen psrscns sovuld be sccarmadatel in esach class, The gourse
weuld bs repsatzd on ths basia of vegairemerds of thy Offices,

3. It is requssted thet thiz propozal be dimeuszsed at the psut
mozting of the tralring officera of your (fTice, and thal tho resction
to this suggestisn es well ae 2n Indlosiion of Yhe wawhsr of porsons
wvho weuld bs Interested in teking such training, be sent to the Chief,
Clerical Treining Bransh, 2300 &leoht Hell, before X July 1954, Om
the basis of your pogpones, plans will be formulzated sxd thoe dates
of the covrse will t» aslacted.

4. Ho veglatyuiions for this class should be submitied vatil a

o

gehadnlie hae bteen amcunsed,

25X1A

PATTHEW BAIRD
Dizevhor of ‘lraining

CONFIDENITTAL
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CONFIDENTIAL

20 August 195k

MIMORAMDUM FOR: Training Lisison Officers (fop diatribution)
SUBJECT: Typwwriting Courss for Professional Pergonnel

1. The s2cond typewriting course for professional persommel will
be held from 13 Septamber to 5 November 195. The olass will meet from
0730 %o 0815 in Room 2912, Wing I, Second Floor, Curie Hzll, Thirty
peroons can 09 sccommodated in this class.

_ 2. I% i3 recommended that persons who know in advance that they
will be unsble to attend all or nearly all of the classes held in this
elghteweek period not register for the eourse.

3»_ Regletrations for this class should be submitted through regular
channels to the Registrar not later than 7 Seplember 1954, Questions
corcarning the course may be directed to the Clerical Training Branch,
Extension 2100,

25X1A

HATTHEW BAIRD
Director of Tralning

COHFIDENTIAY,
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1 March 1955

MEMORAKDUM FOR: Training liaison Officers (fer distribution)

SUBJECT : Scheduling of the Non-clerical Basic Typewriting Ceurse,
4 April = 27 May 1955

1., The third typewriting course for professional personnel will
be held from i April through 27 May 1955, The class will meet ficm
0730 to 0815 in Roan 2812, Wing I, Second Floor; Curie Hall, Thirty
persgons can be accommodated in this classa,

2. This course is described on page B=-1} in the OTR Cataloga of
Courses. It is a special training cowrse designed for casa officers,
intelligence officers, analysts, editors, and other Agency professional
personnel whoss major responsibilities are non-clerical. With suff.ciont
application students can build a typing speed az high as 25 %o LO words
per minute during the 8-week period,

3. Reglstrations for this class should be submitted to the
Hegistrar through regular channels not later than 25 March 1955,
Questions concerning the course may bte directed to [N Clerical 25X1A
Training, Extenaion 2100,

L. It is recommended that only those persons regisisr for this course

who have reasonsble assurance that thsy will be 2ble to attend all or
nearly all of the classes during the 8-week period,

25X1A

ATTHEW BAIRD
irecter of Training

¥ CoOule Bl mDeEola Tl wAnL
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.21 September 1955

MFMORANCUM FORs Training Iialson Officers (for dstribution)

SUBJECT: Scheduling of the Non-clerical Basic Typewriting Course,
17 October = 9 Teccmber 1955

i The fourth typewriting course for professional personnel will

be held from 17 October through 9 Lecember 1955, The class will meet from
0730 to 0815 in Room 2812, Ving 1, Second Floor, Curie Hall, Thirty
persons can be accommodated in this class, '

2, Thig course is described on page B=1l; in the OTR Catalogs aof
Courseg. It is a special training course desipned for casa officars,
intelligence officers, analysts, editors, and other i.gency professional
persomnel whose major responsibilities are non=clerical, iith sufricient
asplication students can build a typing speed as high as 30 words per

minute during the 8-week period, :

3o legistrations for tids class should be submitted to the
Fezlstrar through resular channels not later vhan 10 Uctober 1955,
tuestions concerning the course nay be directed ‘co_ Clerical 25X1A
Training, Lxtension 2100,

ho It is recommendazd that only those persons register forthis course
whe have reasonable assurance that they will be atle to attend all or
nearly all of the classes during the Beweek veriod,

25X1A

- BETTHEW BAIRD
rector of Training
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